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. 1. Requesting Agency ‘
@ usemvcron suskRsn sanT

o8 | COMPTROLLFRYS OFFICE

3. Authorization Requested (Check only one of the squares below).

A

2. Division or Bureau of Requesting Agency

\

B C
Dispose of present accumulation. No a Establish retention .schedule for re- Microfilm .and destroy originals,
additional accumulation is antici- -cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will “cease to retained for the period of time indicated.
to warrant retention. ) have value to warrant their retention after .
' the period of time indicated.
4 . 5. Description of Records ) 6. Recommendation
It.'em Describe recpn:ds accurqtely. Include title, forrp number, size of documen_ts, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Public
0. . (cubic or linear feet). Show recommended retention period. Works. -
1, | CORRESPONDEXCES

2.

3.

‘This £ilo consiste of corrsspendence (mostly 84% x 11¥) to
custcmers, memorandums to the Commissionsr's end memorandums

to the various departments in the Cormimsion, ete. It pertaina
mostly to matters of ascounts, Job appliosticn, complaints on
bills to customers, The materidl is filed alphabetiocally by
subject matter. Tho volums of correspondunce is cumparatively
emall and difficult to determing the amount of accumulation per
year. Oorrespondencg for ths years 1918 to date is atored

the office area and cscupes 8 cubie feat. '

RECOMMENDATION: RETAIN FOR THREE YFARS AFTER CREATION OR
RECEIPT AND THEN DESTROY.

COEITMENT LEDGER: . '
This ledger (11" x 177)is used in disposing of the cost and
meom::mitmgteotp::m:;gguwmmm
auvdi 8 subvsidiary post the gencral ledger.
Prior to 1951, it was called & Distribution ledger. The lodger
is filed chronologically. It osoupies 13 cubio feet in the

- |office area for the year 1952 ¢c 1953 and 3% linear fest in the

Znd floor vault for the yesars 1920 to 195l. Approximate
linear feet will be disposed of upon epproval ef this sanlgdih.
The anmual sccumulation is 3/4 file drewer (1} cubic feet).

HECOMMENDATION: HETAIN FOR FIVE YEARS
HECOMMIEN AR5 APTER AUDIY AND THEY
ANNUAL BUDQET:

This 18 a proposed anmal budget which 18 in the making,
machahdgetiatoexpMntothsmhhemthem
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7. Agency, Division or Bureau Representative

’ Ll

Supervisor - Record Survey Februax;y 26, 195),

Signature Title

Tchedule Authorized as. Indicated in Col. 6 by Hall of

‘ecords Commission. . . Public Works.

:%’/54 . Herrris £ Wm MAR & 19

o

Date

J-Disposol Autho:ized as Indicated in Col. 6 by Board of

Date Archivist . D‘“K/\

Secretary
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4 5. Description of Records _ _.}| 6...Recommendation

" Describe records acciirately.” Include title, form numbér, size of doctiments,
work or activity to which the records relate inclusive dates, and quontlty ‘
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

Commissioners how the Cormission's funds are to be spent for the
coming year. Copies of this budget are to be sent to the County
Commissioners (Prince George's County and the County Council -
Montgomsry County) and will be available to the general public.
The main purpose of this budget is %o show the public the
expenditures of the Commission.
& budget of this type has been made, and uporn further recommen-
dation of -the Commissioner!s, it will become an anmal budget.
This budget was suggested by the outside auditors as a way to
inform the publie of the Commission's expenditures.

RECOMHENDATIONs

This is the first years that

BETAIN PERMANENTLY.
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